. APPLICAflON FOR RECORDS DISPOSITION STANDARD ‘ :
' f Ca

"INSTRUCTIONS: Prepare in duplicate and‘ forward tb the Records Management Anaiyst, Management Systems Division i .

3. Dept., Division, Subdivision B Administering Office Addrass i FOR RECORDS MANAGEMENT DIVISION USE
Department of Transit System Development ‘D“°R“““” Application No.  Date Completed
Division of Engineering - + apr 2 4 1978 728~ ¥ | MAY -3 1978
2200 Peachtree Summit s
401 West Peachtree St. 1. Application 2. Dept. Application No.
Atlanta, GA

4. Person to Contact - 5. Working Title 6. Telephone Number

- Naima Washington Secretary - | 58-=5043 _ _ |

7. Aclldn Hequened
. EXEstablish Retention Schedule; record will continue to accumulate.

t. [] Dispose of present accumulation; noffurther accumulation anticipated.

c. [ Amend Application No. _ — Check One: O Change;' 0O Supercede; [J Void
8. Dates of Series B ' 9, Records Series Title (followed by title used in office; if different) T B
Earliest Latest 7
July 76 | Present [Design & Construction Project Management File
10. Division and Ofiice Function What is the function of the Division and the Office in which this record series is created?

The Division of Engineering is responsible for managing those work programs of the General
Engineering Consultant and other appropriate technical consultants related to the design -}
of facilities and related equipment by 1) monitoring progress, reviewing and approving the
development of criteria and accomplishment of the design performed and- 2) monitoring the
preparation of, reviewing and approving specifications and Construction Cost estimates in-
cluding the Engineer's Estimate. 3) Monitoting the administration of Architectural and
Engineering Professional Service Contracts,

I — : . ‘
11. Record Series Description This file cantains the following documents {inciude form numbers and titles, if any):

~ Attach samples of the file.

Dociments refating to:  The management of all activities related to design, real estate, agreements,
outside agency impact and construction to assure proper coordination and completion of the

assigned transit lines and stations on schedule and within budget.
Included are:  Contract construction correspondence, change notices, right-of-way certlflcations,h ,

property impact statements, agreements with local and private agencies, reports, drawings.

File is arranged: Alphabetically by line segment, thereunder numerically by contract segment number

12. Monthly Reference Rate How often are records referred to which are:

One to six months old

_ _20____ ; Seven 1o twelve months old —_— _4.______ : Thirteen to twenty-four months old

|

)
twenty-five months and older 1 - ?

13. Annual Rate of Accumulation of Records

Letter-size drawers . ___ _; Legal-size drawers _r_._.,ﬁ["",,,: . ; Shelves : Other (specify}

' . . i
- oo . oo™ LY

3012 {3/76)
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YES | NO | 14. Questionnaire (Place an "'X" infthe proper column) .
a. s this the official copy of the series? ' i
x |f not, Where is u? : o ' s
[ b. Does tha series con:am conhdenual :n!ormatmn requiring security handling? i yes, cite law or regu,éucn 7
p. S - ! - et — o - — ]
X cC. Is this a \mal record? : : . :
X 18 ﬂmu; is seies have histor T loneg term ‘Tosnarch virlue? ! ’
“ o WHhen one on Lo dooarsends e the Tde make 1 necessicy 1o keap the entae Tle Tor o long petiond, coult Hiese chocinenty e
X - scheduled separately? ' '
‘ I--‘ ] x f. Isthe mformatlon contained in this series ever pubhshed7 I1f yes, attach ch copy.
. is the mformanon contained in this series ever analyzed and/or recorded in a summarized report?
X B i yes, "anach copy.
“h, Is there a duplication of this series in your office, or in another office or agency?
) ix ) If yes, where?
) X _ i. s this series for a major pa?ion of it} reguiarfv niicrufi#meq?
X j. Does the record series result ina computer printout?
15 Retentlon Requirements The foilowmg requires the sefles to be kept
a, State Law —_——— —_ years. d. Audit period —_———— . years.
b. Statute of limitation years. e. Administrative need — - vears.
¢. Federal law ——— Lo YEETS. f. Federal retention instructions XX years.
- Attach copy or excer? of laws or regulations, Explain administrative need.
E.O.M. III D p.4l :
N L o _ . . - Lo e : ‘ ___'__‘___1.____ . _ .
16. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of gach: :
1 Calendar Year; [.) Fiscal Year; [ Other IIPQD.ACQmP]-et_ on_of constructioren,
_ contract then, place in inactive flle
(1 Holdinthe current filesarea ___________wmonthls)____ year(s); then in CFA, 6 months; then transfer to .
[0 Transfer to local holding area;: hold ________ yearls); then AUthO'rltY Record Center = hold for 3
K] Transter to SE3{KRecords Center; hoid — year{s); then years past prOJect completion - then ‘
1 Destroy. : : destroy, ;
~% Transfer to State Archives for permanent retention. '
i ! Other {Specify)
7
e t"‘,
_ These instructions apply to all prior arid future accumulations of the series. .
{indicate briefly rationale for recommendations above/or write additional remarks):
17. APPROVALS

Aip/.r:;ed /Z‘pmmi;j%/};’{%cer 2?42/;; Apprmal COunseIW 73(9 ?z

Ld S Js&dﬂ 52~ 7,9)
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